
St. Stephen’s Youth Programs Style Sheet for 

Employees and Partners 

 

St. Stephen’s Youth Programs (SSYP)  is working to speak with one voice! 

Join with us by following specific style guidelines and using the resources 

below when creating SSYP materials. 

 

Abbreviations and Acronyms 

We have a lot of acronyms (description) here at St. Stephen’s. In any 

document in which you use an acronym, please spell out the name of the 

program/thing the first time.  

 

 

Organization Name 

Try to avoid using “SSYP”! Please spell out as much as possible: St. Stephen’s Youth Programs. 

Also avoid using just “St. Stephen’s.” 

 

Titles 

Please use title acronyms only after spelling them out the first time, e.g. JCIT should be spelled 

out the first time: Junior Counselor-in-Training. 

 

Time 

Always use a.m. or p.m., eliminating the :00. Use figures except for noon and midnight. 

● “The programs run 9:30 a.m. - 1 p.m.” 

● “The programs run 9 a.m. - noon 

 

Church and Location Names 

Please avoid abbreviating church and location names the first time you use them, e.g. St. 

Stephen’s Episcopal Church (SS). St. Augustine & St. Martin (St. A&M), Church of the Redeemer 

(Redeemer),  Barbara Harris Camp (BCH), Main Office (MO). 

 

Capitalization and Titles 

Program Names, Concepts, and Events 

Always capitalize the names of SSYP programs, e.g. B-SAFE, B-READY, B-READY Reads, 

LEARN etc. Also initial capitalize SSYP concepts such as “Circle of Care.” Events should also be 

capitalized, e.g. “Reach Beyond.” B-READY should be referred to as an afterschool program, not 

“after-school.” 

 

Publication Names 

Please capitalize names of publications such as “B-CONNECTED” (all caps) and “Good News 

from St. Stephen’s” (initial caps). 

 



 

Symbols and Punctuation 

Numbers 

As much as possible, spell out whole numbers below 10, but use figures for 10 and above. 

● “We have 10 young people and four counselors.” 

● “First graders are full of energy.”  

Exception: When the number occurs at the beginning of the sentence, please spell it out. “Forty 

staff members attend our Thursday evening Main Office meeting.” 

 

Periods 

Use only one space after a period, not two. Yes, people of a certain age who grew up with a 

typewriter, we’re talking to you! 

 

Commas 

Always insert a comma before the “and” or “or” in a series. 

● “Young people from Chelsea, Mattapan, and Dorchester attended the event.” 

 

Telephone Numbers 

Use dashes between numbers, and always put the area code in parentheses. 

● “Call (617) 292-0000 to reach Patty.” 

 

Superscript 

In general, try to avoid superscript, i.e. Girls in grade 8, NOT 8th  grade girls.  We do have one 

exception: S2POT but this program is now referred to as “Teen Program.” 

 

Quotation Marks 

Periods and commas always go within quotation marks. Dashes, semicolons, question marks, 

and exclamation points go within the quotation marks when they apply to quoted matter only. 

They go outside when they apply to the whole sentence. 

● She said she was “very impressed with the project.” 

● What did she mean when she said she “handled the situation”? 

 

Dashes 

When possible, use the long form of the “em” (long) dash , as opposed to the “en” (two short 

marks) dash (--) with no space around it. It should look like this — 

 

Other Symbols 

Write out percent, rather than using the % sign. Write out the word “and” rather than using the 

& symbol unless it’s part of a slogan or title (St. A&M--after spelling it out the first time). 

 

 

 

 



Technical Words 

Don’t use a dash in the words online or email. Write website, not Web site, and internet, not 

Internet 

 

Website 

The St. Stephen’s Youth Program’s website should be used on all materials as 

www.ssypboston.org. Please use the lower case. 

 

Email 

Please use lower case for email addresses at St. Stephen’s Youth Programs, e.g. 

kate@ssypboston.org 

 

Titles or Speciality Words 

Population Groups 

Please use these designations when describing population groups: 

Asian, Black, Latino/a, White, Other.  

 

Speciality Words 

Please capitalize Organizing, when referring either to formal, or informal programming. 

 

Job/Formal Group titles 

Please use capitals wherever possible: Site Director, Executive Director, Board of Directors. 

 

Social Media Guidelines 

Please do not create any social media account on behalf of the organization. 

 

Aliases/Usernames 

 

Twitter: @SSYPBoston 

Facebook: St. Stephen’s Youth Programs (@ststephensyouthprograms) 

Instagram: ssypboston 

 

Shortened links 

Use shortened links when possible by copy/pasting a link into one of the free web-based link 

shorteners. The preferred link-shortener is Bit.ly: https://bitly.com/ 

 

Acronyms and abbreviations 

If in common language use, or used for established SSYP programs, acronyms can and should be 

used on social media to save space (ED, B-SAFE, etc.) Even in social media, do not use acronyms 

that apply to St. Stephen’s Youth Program jargon, unless communicating only with internal staff 

or volunteers (S2POT, JCIT, YLC). 

 

mailto:kate@ststephensbos.org
https://bitly.com/
http://www.ssypboston.org/


Use good judgment in deciding when to abbreviate other words, as each will be a case-by-case 

challenge to balance clarity and brevity. Common sense abbreviations (e.g. changing “Director” 

to “Dir” or “Association” to “Assoc.”) are appropriate in these platforms. 

 

 

 

 

 

 

 

 

 

 

 


